
CO ✓ 
ODD 

Give reasonable notice to 
your Pnnc1pal or Supervisor of 
your request to take a 
personal day. 

Obtain a Request for Leave 
form from your main office or 
Human Resource Office. 

Fill-in your personal 
information and the dates you 
are request,ng off 

Select your reason for leave. 

Provide required 
documentation (if applicable). 

Submit your form to your 
Principal or Supervisor. 

Submit your request for leave 
rn Frontline Education. 

All time off requests, 
including sick days, vacation 
days, personal days, 
bereavement, jury duty, 
school business, FMLA, and 

•cancer screenings, 
must be submitted through 
the Frontline system. 

Before taking your requested 
day(s), you must obtain your 
supervisor's approval. 

Follow-up after submitting 
your request to ensure leave 
request is approved and that 
your time is accurately 
recorded. 


